
  

Copyright© Operational Services Division All Rights Reserved 

Webinar Day 4: Overview of Catalogs 
 
June 5, 2014 

 
 
 
 



  Copyright© Operational Services Division All Rights Reserved 2 

Think through the following while we go through this session…. 

 Create and prioritize an inventory for your Departmental contracts 

 Contracts migrated to COMMBUYS 

 Contract that need to be created as Master Blanket POs from scratch 

 

 Plan who should attend your Secretariat workshop and what priority topics you 
would like to discuss 

 

 What contracts to bring to your Secretariat workshop to work through the transition 
to COMMBUYS 

Next Steps 
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Goals for Today 

• Explain how catalogs function in COMMBUYS 

 Explain how the pieces come together 

 

• Review catalog “types” to be associated with 
Departmental contracts and vendors 

 

• Explain the decision-making framework for 
assigning a catalog type 

 

• Review steps in the catalog development process 

3 



  Copyright© Operational Services Division All Rights Reserved 

Catalogs & Contract Enablement 
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Three elements come together to enable contract purchasing: 

 

Vendor Action 

Register in 
COMMBUYS 

Agency Action 

Convert or Create  
Master Blanket 
Purchase Order for 
each Departmental 
contract in 
COMMBUYS 

Agency Action 

Associate a catalog 
with each contract 

Purchase from 
Contracts in 
COMMBUYS 
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Catalog Types Based on  
Contract Structure 
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Single Vendor Contract 

 Vendors with defined items with set pricing for each item 

 Multi-line & detailed 

 Examples: clothing, medical commodities, groceries 

Multi-Vendor Contract (Distributor) 

 Vendors within a contract that offers the exact same services or 

items 

 At a fixed price or requires a quote ($0.00 line item)  

 Examples: Certain IT contracts, repair or maintenance service, or 
translators 
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Catalog Types 
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PunchOut (G2B) 

Vendors with defined prices, a large offering of items, and have the 

web capability to host a dedicated commerce website that will interface 

with COMMBUYS.  

 

Example: NEOS and Grainger 
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Decision-Making Framework 
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Which Catalog 
should I use? 

Single Vendor 

Many items fixed 
price 

Line Item 
Catalog template 

Or Data Entry 

Distributor 
Contract based 

Catalog 
Data Entry 

Multiple 
vendors 

Items quote 
required 
based on 

scope 

Decide 
contract 
model 

Choose 
appropriate 
catalog type 
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Vendor Catalog Set Up 
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Vendor Catalog Set Up 



  Copyright© Operational Services Division All Rights Reserved 10 

 

 

 

Vendor Catalog Set Up 



  Copyright© Operational Services Division All Rights Reserved 11 

 

 

 

Vendor Catalog Set Up 
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Vendor Catalog Set Up 
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Vendor Catalog Set Up 
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Vendor Catalog Set Up 
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Blanket Enablement Checklist 
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 Decide type of blanket (single vendor or distributor) 

and release type 

 

 Add contract title to contract number in Short 

Description field 

 

 Enter contact information in the Contact Instructions 

field 

 

 Upload applicable attachments 

 

 Create line items with user friendly information & 

accurate commodity codes 

 

 Add vendors that are registered as COMMBUYS 

Sellers 
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Review of Readiness Program 
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Week of 6/2 Week of 6/9 Week of 6/16 Week of 6/23 

Agency Intensive 
Readiness Program 

Daily Orientation 
Webinars 

Secretariat Workshops 

Agency Outreach Meetings 

A&F 

EOEEA 

DOT 
EOHHS 
EOL 

EOPSS 
EDU HED 

Overview of Buying in 
COMMBUYS Open Session 

Ongoing Training 

Purchasing from Catalogs 

Conducting Procurements 

Purchaser Drop-In Sessions 

Vendor Training 

Overview of Buying in 
COMMBUYS Open Session 

‘Searching in COMMBUYS’ 
webinars 
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Agency Intensive Readiness Program 

Secretariat Workshop 
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Administration & Finance  
(16 departments) 

Monday, June 9 – 9 am – noon 
 

Education 
(5 departments) 

Monday, June 16 – 1-4 pm 
 

Energy & Environmental Affairs 
(8 departments) 

Thursday, June 12 – 1-4 pm 
 

Health & Human Services 
(15 departments) 

Friday, June 13 – 9-noon 
 

Housing & Economic Development 
(10 departments) 

Tuesday, June 17- 1-4 pm 
 

Labor & Workforce Development 
(7 departments) 

Friday, June 13 – 1-4 pm 
 

Public Safety & Security 
(12 departments) 

Monday, June 16 – 9-noon 
 

Transportation 
(5 departments) 

Wednesday, June 11 – 1-4 pm 
 

Secretariat workshops are scheduled for the next week and a half. 

Outreach team members 
also will work with 
agencies to schedule 
follow-up meetings 
onsite at agency 
locations. 
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Next Steps 
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Think through the following: 

• Create and prioritize an inventory for your Departmental contracts 

 Contracts migrated to COMMBUYS 

 Contract that need to be created as Master Blanket POs from scratch 

• Plan who should attend your Secretariat workshop and what priority topics you would like to 
discuss 

• What contracts to bring to your Secretariat workshop to work through the transition to 
COMMBUYS 

• What assistance your Organization Administrator might need with ongoing set-up of approval 
paths and user roles 



  Copyright© Operational Services Division All Rights Reserved 

Readiness Resource Center 
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COMMBUYS Readiness Center 

http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/osd-events-and-training/commbuys-readiness-training.html


I Buy from 
Contracts 

Webcasts 
• Overview of COMMBUYS 
• Basic COMMBUYS Navigation 
• Searching for Contracts in COMMBUYS 
• Purchasing from Statewide Contracts in COMMBUYS 
• Approving Documents in COMMBUYS 
 

Job Aids 
• COMMBUYS Requisitions 
• COMMBUYS Purchase Orders 
 

Training Classes 
• Purchasing in COMMBUYS 
 

I Prepare Bids 

Training Classes 
• Procurement in COMMBUYS: Creating 

Posting & Managing 

Webcasts 
• Overview of COMMBUYS 
• Approving Documents in COMMBUYS 
 

Job Aids 
• COMMBUYS Bids 
 

I’m a Vendor 
Training 
• Locate and Respond to Bids 

Webcasts 
• Overview of COMMBUYS 
• Vendor Registration in COMMBUYS 
• How to Find Bids and Submit Quotes in COMMBUYS 
• How to Find Your Purchase Orders in COMMBUYS 

Jobs Aids 
• Vendor Registration 
• Create a Quote 
• Access Purchase Orders & Change Orders 
 

I Administer My 
Organization 

Training Classes 
• Organization Set-Up and Maintenance 

Job Aids 
• How to Maintain Organizations in 

COMMBUYS 
• How to Set Up Approval Paths 
• How to Maintain Agency Users 
• More topics.. 

Webcasts 
• Overview of COMMBUYS 
 

COMMBUYS Community  

Resource Map 

http://www.youtube.com/watch?v=04OFCcqmibo
http://www.youtube.com/watch?v=g8O-t42O2hc
http://www.youtube.com/watch?v=ZF1UCFoDvGI
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/purchasing-class.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/procurement-class.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/procurement-class.html
http://www.youtube.com/watch?v=04OFCcqmibo
http://www.youtube.com/watch?v=a3y3w9AfZ9w
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/docs/osd/training/sellerschedulesummer2014-rev2.pdf
http://www.youtube.com/watch?v=04OFCcqmibo
http://www.youtube.com/watch?v=GAQ4DsO0_Yk
http://www.youtube.com/watch?v=UhUTNokbhfY
http://www.youtube.com/watch?v=8GlQ4Pj6O5E
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/organization-administrator-oa-class.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/organization-administrator-oa-class.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/organization-administrator-oa-class.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-purchasers.html
http://www.youtube.com/watch?v=04OFCcqmibo
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Questions 

We’re here to help! 

Questions? You can reach the COMMBUYS Help Desk by phone (1-888-627-8283) and by email 
(commbuys@state.ma.us). 

More Information?  

For Readiness Program resources: Please visit www.mass.gov/osd, click “OSD Events and Training” on 
the left of the page and then select “COMMBUYS Readiness Training.” Or navigate directly by 
following this link: http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-
res/osd-events-and-training/commbuys-readiness-training.html. 
  

For additional information, such as Glossary of Terms, Terminology Crosswalk, policy documents and 
previously published job aids and webcasts, visit www.mass.gov/osd/commbuys and click “Key 
Resources” on the left of the page. 
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